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Chapter 10  

 
Universal Service Fund Discounts (E-rate)/ 

Technology Plans and Public Library Internet 
Consortium 

 
 

The Universal Service Fund was developed as a component of the 

Telecommunications Act of 1996.  All libraries and schools are eligible to receive 

a discounted bill for basic telephone service, internal services, and line charges 

for Internet access.    
 

A series of forms have to be completed yearly to qualify the library to receive this 

discount.  The funding year runs July 1-June 30.  Forms must be filed in the 

proper order and in a timely manner to successfully complete the process and 

receive the discount.  See Schools and Libraries Tools (http://www.usac.org/sl/) 

then select Calendars/Reminders from the website.  If the library joins the Public 

Library Internet Consortium the non-eRate portion of Internet line(s) is 

reimbursed by state funds. 
 

The Schools and Division, Universal Service Administrative Company, and a 

listing of approved services, equipment and bandwidth options can be found on 

the SLD homepage:   

http://www.usac.org/sl/ 

 

To be eligible to receive a Telecommunication Act of 1996, Universal Service 

Fund Discount for telecommunications, a technology plan has to be completed 

and approved by the State Library.  
 

As of July 1, 2004, public libraries must comply with the Children’s Internet 

Protection Act, or CIPA, to be eligible for the Internet access discount.  This is 

done by filing a form 479 with the State Library.  CIPA has three requirements: 

1. The library must have an Internet safety policy adopted by the board.  

It must address the following issues: 

a. Access by minors to inappropriate matter on the Internet and 

World Wide Web; 

b. The safety and security of minors when using electronic mail, 

chat rooms, and other forms of direct electronic 

communications; 
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c. Unauthorized access, including so-called “hacking,” and other 

unlawful activities by minors online; 

d. Unauthorized disclosure, use, and dissemination of personal 

information regarding minors; and 

e. Measures designed to restrict minors’ access to materials 

harmful to minors. 

2. The policy must include a technology protection measure (filter) that 

protects against Internet access by both adults and minors to visual 

depictions that are obscene, child pornography, or, with respect to use 

of the computers by minors, harmful to minors.  The filter must be 

present on ALL library computers connected to the Internet, but must 

be disabled on request for adults engaged in bona fide research or for 

other lawful purposes.  This includes staff computers. 

3. The library shall hold at least one (1) public hearing or meeting and 

provide reasonable public notice for that hearing. 

 
 

Technology Plan Requirements of the Universal Service 
Fund 
 

Requirements set by Schools and Libraries Division (SLD) 

• The technology plan must be a “3” year plan. Technology Plans 

cannot be for longer than 3 year.  The E-rate year runs from 

July – June, so your technology plan must cover the entire E-

rate year for which you are filing. Be sure to include dates of 

coverage on title page. 

• The technology plan must include goals, training, inventory (current 

and future), budget, and evaluation. 

• The technology plan must include an evaluation process for evaluating 

the current technology plan. 

• The technology plan must fully address how technology will be used to 

further the library’s mission and reflects the realization 

technology is not an end in itself, but a means to an end. 

• The technology plan must be in place at the time the 470 is filed, as it 

provides the foundation for services ordered. 

• The technology plan must be approved by an independent approver 

listed on the USAC website for your location and/or type of 
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institution before the start of service or when the Form 486 is 

certified, whichever comes first. 

The Indiana State Library recommends utilizing TechAtlas 
http://in.webjunction.org/techatlas to compose and submit your Technology Plan. 
Please contact Karen Ainslie at the LDO office at 1-800-451-6028 for assistance 
with this application. See following page for the TechAtlas screen that displays 
navigation menus for core elements in the Technology Plan.
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Core Elements Required in Technology Plan 

 

• Goals-the plan establishes clear goals and a realistic strategy for using 

telecommunications and information technology to improve education or 

library services. Think of goals as specific, measurable, attainable, realistic 

and timely. 

• Training-the plan outlines a professional development strategy to ensure that 

staff know how to use these new technologies to improve education or library 

services. 

• Assessment of technology needs and current inventory-the plan includes 

an assessment of the telecommunication services, hardware, software, and 

other services that will be needed to improve library services. 

• Budget-the plan provides for a sufficient budget to acquire and maintain the 

hardware, software, professional development, and other services that will be 

needed to implement the strategy for library services. 

• Evaluation-the plan includes an evaluation process that enables the library to 

monitor progress toward the specified goals and make mid-course corrections 

in response to new developments and opportunities as they arise (all revised 

technology plans MUST include how the current technology plan will be 

evaluated). 

 

 

Five Factors Critical to Effective Library Technology Planning & Implementation 

• Support of library staff, including its management  

No planning effort will succeed without the full support and commitment of all 

library staff and management. This commitment should be made before any 

decision is made to develop a technology plan. 

• Direct involvement by other parties  

The development of a technology plan should be undertaken not by library 

staff alone but with active participation by the library's trustees and the 

involvement of other parties such as the local schools, the municipal/ county 

departments and the library system. 

• Service-based technology goals and initiatives 

A key factor in the use of any library technology is a realization that 

technology is not an end in itself but a means to an end. Technology must be 

viewed as a vehicle to offer more efficient and effective delivery of current 

services and to add new services to help carry out the mission of the library. 

• Staff development  
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Too often, emphasis is placed on the hardware and software aspects of 

technology at the expense of staff training and in-servicing needed to help 

ensure proper and effective use of the technology. Without a firm commitment 

to initial and continued staff development, the benefits of technology will not 

be fully realized. 

• Identification of funding and development of a budget  

Any technology plan must address the need for funds to implement the plan. 

Funds must be budgeted annually to maintain existing technology, to update 

or replace obsolete technology on a regularly scheduled basis, and to provide 

necessary staff support.  

 
 

Example of Technology Plan Outline 
 

SLD has given the Indiana State Library approval as the official agency that certifies 

public library’s technology plans for USF. Technology plans can be developed in many 

different formats.   
 

The following is a possible way to develop your technology plan.  If you follow this 

format, PLEASE include a “Table of Contents” with page citations for the 5 core 

elements so that the State Library LDO staff and/or auditor may find them easily.  

• Goals 

• Training 

• Assessment [inventory, current & future] 

• Budget 

• Evaluation 

A. Introduction/Overview (can be omitted when the technology plan is part of the  

 long range plan or another broader document) 

1. designed to provide general information about the library, services 

offered, & overall mission 

2. a statement of how the technology plan was developed could be 

included here 

3. if a committee developed the technology plan, list who served in that 

capacity 

4. the process that will be used to update the plan 
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B. Vision Statement 

1. describes what your library will “look like” at the end of the third year of 

the technology plan 

2. no more than 3 or 4 sentences 

3. should reflect the realization that technology is not an end in itself, but 

a means to an end 

4. describes how technology assists staff to carry out the library’s mission 

and improve library services 

Questions to be considered when writing a vision statement… 

1. How is the public library changing because of technological advances? 

2. How does the incorporation of technology into society affect 

management of the library and provision of library services? 

3. How does technology facilitate the role of the public library? 

4. What role does technology play in improving library services? 

5. How will the library benefit from adoption of technological advances? 

C. Executive Summary 

1. include when plan is more than 4 to 6 pages 

2. highlight major goals or initiatives 

3. could be incorporated into the Introduction/Overview section 

D. Background and Current State of Technology 

1. Overview of how long technology has been used in the library-can be 

done in a timeline, chronological listing, or divided into service areas 

2. Should list major software/hardware purchases and upgrades (can be 

cross-referenced to fixed asset ledger or inventory for insurance) 

3. Include cooperative efforts with other libraries, schools, local 

government, universities, etc. 

4. Include all current technology such as LANs, WANs, automated 

systems, databases, Internet, etc. 
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Questions to consider about Background and Current State of 
Technology… 

1. In what specific library areas/functions is technology being used (e.g., 

administrative, technical services, public service) and to what extent? 

2. How is technology integrated into the daily functions of the library? 

(Schools and Library Division criteria) 

3. What are the strengths and weaknesses of the library’s current 

technology environment? 

4. What problems/issues does technology help to solve and what 

problems/issues does it cause? 

5. What is the level of staff expertise and staff use of the technologies? 

6. What information resources do the patrons use via technology? 

7. What information resources that use technology are accessible to 

people with disabilities? 

8. How much of the library’s budget is allocated to technology? 

E. Action Steps:  Technology Goals and Objectives 

Goals are statements outlining the anticipated achievement of various services.   

Goals and objectives serve as the “action” part of the plan and provide the 

framework for what will be accomplished in a given period of time. 

1. List major goals and place in priority order. 

2. Can include maintaining or enhancing current services or implementing 

new services 

3. The use of technology may be a part of a much broader goal in a long 

range plan. 

4. List objectives under each goal - objectives usually can be measured, 

goals cannot; objectives are the specific implementation processes 

that are needed to accomplish the goals; objectives are the most 

specific part of the technology plan. 

Things to consider in developing objectives… 

1. Develop a timeline and priority listing for implementing the goals/ 

objectives. 

2. Develop a tentative budget to accomplish the goals/objectives 

(Schools and Library Division criteria). 

3. Assign staff to implement the goals/objectives. 

4. Define the impact on staffing, including any need for increased staff 

and staff in-servicing and redefining position descriptions (Schools and 

Library Division criteria). 
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5. Outline the immediate and long-term budget implications of the 

goals/objectives (Schools and Library Division criteria). 

6. Review any specific library procedures or broader library polices that 

may be affected by the goals/objectives. 

7. Outline what technology (e. g., hardware, software, networking, 

connectivity, etc.), exists to accomplish the goals/objectives and what 

will have to be upgraded or purchased. (Be certain to establish a 

regular review schedule for upgrades and replacement of any 

technology, including connectivity.) (Schools and Library Division 

criteria)  

8. Examine any need to make building modifications including an 

upgrade of the electrical service. 

F. Evaluating the Technology Plan 

1. Some type of plan evaluation process is necessary to insure that the 

goals and objectives are actually implemented (Schools and Library 

Division criteria). 

2. Best done on a regular basis (at least four times annually) at staff 

meetings and meetings with the library board. 

3. Evaluation process can be linked with the timeline or priority list 

established in the goals and objectives. 

4. Include how you will collect and use data to make corrections during 

the implementation of the plan. 

5. Include how you will collect and use data to measure the success of 

accomplishing a goal and its objective(s). 

6. MUST include criteria for evaluating the library’s current technology 

plan (Schools and Library Division criteria) (Indiana State Library, 

Library Development Office has material on different ways to do 

evaluation). 

G. Budget (if not already a part of goals and objectives) 

1. Estimate costs for equipment and services related to technology and 

identify funding sources for technology, e.g., state grant, operating 

fund, capital projects, LIRF, LSTA (Schools and Library Division 

criteria) 

2. Identify if the funding is ongoing, seed money, one-time, etc. (Schools 

and Library Division criteria). 

3. If budget is a separate document, such as a capital projects budget, 

include a copy of the budget. 

H. Training (can be cross referenced to personnel policy, if training is included  

  there) 
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1. Identify who will receive training (Schools and Library Division criteria). 

2. Identify type(s) of training already received and type(s) of training 

needed (Schools and Library Division criteria). 

3. Identify audience each type of training will address, e.g., staff, patrons, 

trustees. 

4. Identify where the training will take place and who will provide the 

training, e.g., staff, consultant, specialist, or Lyrasis. 

I. Time Line 

1. Be realistic with each goal and objective. 

2. Build in time for staff to become comfortable with new technologies. 

J. Public Relations 

1. Identify who is responsible for publicity. 

2. Identify types of publicity, e.g., brochures, newsletter, newspaper 

articles. 

3. Identify media that will be used and how often. 

K. Inventory/Future Needs 

1. list all technology in library and include if currently own or will own 

within the 3 year technology plan or place a statement in the plan that 

all current equipment is listed in the library’s fixed asset ledger 

  Example of Inventory/Future Needs… 

  Type of Equipment    Currently Have    Future Need 

  Pentium Computer  5         5 
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SAMPLE TECHNOLOGY PLAN 
Technology Plan for July 1, 2009- June 30, 2011 

 
Bonetrail Public Library 

920 East Main St. 
Bonetrail IN 46220 

www.bonetrail.org/notreal 
 

 
Introduction: 

 
Bonetrail Public Library serves a local community of 1,300 residents.  Bonetrail Public Library 
strives to collect, preserve and make available library materials in print and in electronic formats 
to serve the recreational, informational, educational and leisure needs of the community.  We 
strive to promote the development of independent, self confident and literate citizens of all ages 
through the provision of open access to cultural, intellectual and informational resources.  In 
addition to providing print resources for our customers, we provide Internet access for use by 
members of our community. 
 
Vision Statement:  

 

The mission of Bonetrail is to provide materials and services to help community residents obtain 
information meeting their personal, educational and professional needs.  The Bonetrail Public 
Library is committed to providing access to technology to meet the educational and professional 
development of our citizens.  The library’s need for technological advancement is playing an 
increased role in fulfilling our mission. 
 
Technology Committee: 

 

Al Peterson, Director of the Bonetrail Public Library 
Michelle Myers: Assistant Librarian 
Tim Meadows: ITD, Bonetrail Public School 
Fred Rogers: Library Board Member 
Ginger Rogers: Library Board Member 

 
 
Goals and Strategies:   

 
1. Goal: Provide free Internet access for all customers of the Bonetrail Public Library 

 
a. Strategy: Provide high speed computer access for all computers from moving 

from a DSL line to a T-1. 
i. Timeframe: July 1, 2009 
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b. Strategy: Increase the number of public access computers available from three to 
six. 

i. Timeframe: receiving equipment from Job Development Center- January 
2009.   

ii. Timeframe: Purchasing new equipment for library 
1. Three computers- August 2009-December 2009 

One Fax Machine- March 2009 
 

2. Goal: To provide Internet service to staff  
 

a. Strategy: Provide high speed Internet access for staff computers. 
i. Timeframe: July 1, 2009 

 
b. Strategy: Replace existing two computers used by staff with newer and faster 

computers. 
i. Timeframe: August 2009-December 2009 

 
c. Strategy: Adding one computer for use by staff 

i. Timeframe: August 2009-December 2009 
 

3. Goal: Use technology to improve services for patrons and staff 
 

a. Strategy: Upgrade OPAC software as necessary 
i. Timeframe: Ongoing  

 
b. Strategy: Develop a library web page using Wordpress.com  

i. Timeframe: beginning January 2009, ongoing after set up. 
 

4. Goal: to provide telecommunication services for patrons and staff of the Bonetrail Public 
Library 
 

a. Strategy: Add two additional telephone lines. 
i. Staff work area 

1. Timeframe: July 1, 2009 
ii. Public courtesy phone near circulation desk 

1. Timeframe: July 1, 2009 
 

b. Strategy: Add an additional fax line for a fax machine for public use 
i. Timeframe: July 1, 2009 

 
5. Goal: To provide training for staff and customers 

 
a. Strategy: Send staff to pertinent training offered by Indiana State Library and 

Indiana Library Federation.  Also, training from Webjunction and other online 
resources will be utilized as well. 

i. Timeframe: Ongoing 
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b. Strategy: develop training for public on using computers and databases available 
at the Bonetrail Public Library  

i. Timeframe: November, 2009.   
 

Professional Development: 

 

Staff will be encouraged to take advantage of online courses.  Self paced courses offered by 
Webjunction provide an alternative to sending staff to workshops.  Staff will be assigned two 
hours a week to utilize a work station in the back away from patron or other duties pending to 
work on Webjunction classes.  Enroll the Director and one other person in a Wordpress.com 
class for developing a library webpage.  In addition, any pertinent workshops on the topic of 
technology in libraries will be considered.  These workshops include any offered Indiana State 
Library Professional Development Office.  Since we are entering in a partnership with the local 
Job Development Center, we will collaborate with job center staff on training our staff on the 
programs loaded on the computers they are donating to our library.   
 
Assessment of Existing Technology 

 

The Bonetrail Public Library currently has three public access computers with Internet access.   
DSL service and telephone service is provided by AT&T.  Each computer uses XP operating 
system and is available for Internet searching, using subscription databases, and Microsoft® 
applications: Word 2003®, Excel 2003®, PowerPoint 2003®, and Publisher 2003®.  There are two 
computers using an XP operating system for staff.  One computer is located at the from 
circulation desk and has a wand bar code scanner for checking in/out materials.  The other 
computer is located in the Director’s office.  In addition, our library catalog has been automated 
using Evergreen Indiana.  Access from to the OPAC is available from three public computers as 
well as the staff computers.  Access to the circulation, acquisitions, and cataloging systems are 
available from the two staff computers.  The Bonetrail library has three telephone lines; one is 
used for a fax machine that staff uses.  All the staff computers and public access computers are 
networked into one printer, a Hewlett Packard 4100 LaserJet printer.  We currently have two 
telephones and one fax machine.  One telephone is on the circulation desk, one is in the 
director’s office, and the fax machine is in the back storage/work area.  Since improvements 
made a year ago improving the wiring for the circulation desk, public access area and the back 
work space, sufficient electrical outlets are available.      
 
The Williams County Job Development Center has recently entered into a partnership with the 
Bonetrail Public Library.  Since the Williams County Job Development Center is closing, they 
have agreed to donate an additional two computers and a printer to the library for use by the 
public.  These computers come with resume writing templates and career guidance software.  In 
addition, both of these machines have Windows Vista operating systems and come with Office 
Professional 2007 package.  The printer is a HP Color LaserJet CP2020. 
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Needs Assessment: 

 
As stated above, the Bonetrail Public Library will be receiving two additional computers and a 
printer from the Williams County Job Development Center.  These computers will be added for 
public access to the Internet.  The printer will network all computers, the current printer will be 
designated as a staff printer.  Staff will get new computers, replacing two and adding one 
additional machine.  The older staff computers will be rotated to public computers, increasing the 
number of computers by one.   
 
The computers in the public access area will need to be upgraded to Windows Vista and Office 
2007.  We will add a fax machine to complement the services we are currently offering to the 
public.  The fax machine we currently have will need replaced in the next three years. 
 

Equipment/Service Current 2009 2010 2011 

Computers 3 public/2 staff 6 public/3 
staff 

6 public/3 
staff 

6 public/3 
staff 

Software XP/Office 2003 
for all 
computers 

Vista/Office 
2007 for all 
staff 
computers and 
3 public 
computers. 

Vista/Office 
2007 for all 
staff 
computers and 
3 public 
computers. 

Vista/Office 
2007 for all 
staff 
computers 
and 3 public 
computers. 

Printers Hewlett 
Packard 4100 
LaserJet 

Hewlett 
Packard 4100 
LaserJet and 
HP Color 
LaserJet 
CP2020 

Hewlett 
Packard 4100 
LaserJet and 
HP Color 
LaserJet 
CP2020 

Hewlett 
Packard 4100 
LaserJet and 
HP Color 
LaserJet 
CP2020 

Internet Access DSL  T-1 T-1 T-1 

Fax Machine 1 Staff machine 1 Staff fax 
machine and 1 
public fax 
machine 

1Staff fax 
machine and 1 
public fax 
machine 

1 Staff fax 
machine and 1 
public fax 
machine 

Telephones 2 telephones-
staff area 

3 telephones-
staff area, 1 
public 
courtesy 
telephone 

3 telephones-
staff area, 1 
public 
courtesy 
telephone 

3 telephones-
staff area, 1 
public 
courtesy 
telephone 
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Budget: 

 

Cost Estimates 2009 2010 2011 

New Computers $1200.00 $1200.00 $1200.00 

T-1 non-discounted 
share 

$130.00 $130.00 $130.00 

Telecommunication 
Services non-
discounted share 

$54.00 $54.00 $54.00 

Training for staff $120 $120 $120 

Fax Machine  $500.00  500.00 

Software upgrades 
including OPAC 

$700.00 $700.00 700.00 

Maintenance  $1000.00 $1000.00 $1000.00 

 
 
Evaluation: 

 

The use of technology at the Bonetrail Public Library will be tracked by number of patrons using 
the public access computers.  Also, the attendance at any public trainings involving technology 
will be tracked as well.  In order to meet goals set forth in the plan, the technology plan will be 
reviewed by the technology committee yearly and adjustments will be determined after the 
evaluation.  If any major changes are needed, the state E-rate Coordinator will be consulted to 
determine whether a revision of the technology plan is needed.   
 
 
Created Date: October 8, 2008
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Handouts in this chapter that can be found on a website: 

 

USAC Schools and Library Applicants 

 http://www.usac.org/sl/applicants/ 

 

USAC E-Rate Timetable and List of Deadlines 

 http://www.usac.org/sl/tools/calendar-reminders.aspx 

 

USAC Forms 

 http://www.usac.org/sl/tools/required-forms.aspx 

 

USAC Latest News from SLD 

 http://www.usac.org/sl/tools/latest-news.aspx 

 

CIPA: A Brief FAQ on Public Library Compliance (2/04) 
 http://dpi.wi.gov/pld/cipafaqlite.html 


